
Administrative Review Training



Agenda

Pre-review Activities  

Tour of CNPwebE-Reviews  

Review Areas 

Procurement Reviews

Get Started in CNPweb



School Nutrition Reviews

uWe are on a 5-year cycle

uFederally Required Reviews 

uAdministrative Review (AR) 

uProcurement Review 

uBoth reviews are done during the same year

uFollow-up reviews take place as necessary



Review 

Timeline

Letter notifying superintendent

Email FS director/contact with review details

Off-site documentation in CNPweb

Pre-review phone call

On-site review/Exit conference 

Review report/Corrective action 

SFA response to corrective action

Final letter to close review



Pre-Review Activities 

uOff-site questions completed in CNPweb

uDocuments uploaded into CNPweb

uPre-visit checklist 



Child Nutrition Website

ProgramsĄ NSLP Ą Review Information  



Tour of CNPweb
E-Reviews



Pre-Visit Checklist 
Documents uploaded into CNPweb



Tips for Organizing Pre-Visit Documents 

u Clearly label documents

uMenu documentation 

uLabel by meal and day

ui.e. Monday lunch production record, lunch recipes, 

labels, etc.

u Benefit issuance/Master List - submit as Excel 

(requirement) 

uWill make for smoother review process for everyone 





Review Areas



Review Areas

u Meal Access & Reimbursement*

u Performance Standard 1 

u Meal Pattern & Nutritional Quality* 

u Performance Standard 2 

u Resource Management 

u General Program Compliance

u Other Federal Program Reviews  

Fiscal Action 



PS1: Meal Access & Reimbursement

1. Certification and Benefit Issuance

2. Verification

3. Meal Counting and Claiming

Verifying that meals claimed for reimbursement were served 

only to eligible students.



PS1: Meal Access & Reimbursement

Certification & Benefit Issuance:

Reviewing the approval of Free and Reduced Priced 

applications to ensure the correct benefits are being 

extended to eligible students and that they are 

claimed properly for reimbursement



Certification and Benefit Issuance

u Answer questions in 

CNPwebE-Reviews 

u Submit benefit 

issuance file in 

CNPweb(Excel)*

u Review student 
eligibility documents

u Applications

u DC lists

u Letters

u Review denied 
applications



Benefit Issuance Documentation

Electronic list (Excel) of all free and reduced priced students 

in the district

uDo not include withdrawn or paid students

uList to be pulled from the Point of Service (POS)

uList should be pulled during the Review Period/Review Month

uBenefit Issuance Document Must Include:

ÅStudent Name

ÅEligibility Status

ÅMethod of approval (Income, Foster, DC, é)

ÅDate of approval

ÅSchool



Off-site Benefit Issuance Documentation

Sample Benefit Issuance List

Student 

Name

Benefit 

Status

Method of 

Certification

School Name Approval 

Date

Walter 

Beesley

F DC Smith ES 9/2/2015

David Hartley R Income 

Application

Harrison MS 8/30/2015

Sarah Platt F SNAP 

Application

Jones HS 9/10/2015

Gail 

Lombardi

F Foster Jones HS 9/2/2015



On-site Benefit Issuance Documentation

u Approved meal benefit applications

u How do you sort and store applications?

u Denied meal benefit applications

u Direct certification lists

u Homeless/Migrant/Head Start lists

u Application has check box for Homeless/Migrant. Be sure to follow up with the 

appropriate person and maintain documentation.



Common Review Findings

V30-day carryover not implemented correctly

VIncomplete Meal Benefit Applications

VMiscategorized Applications- math errors 

VIncorrect SNAP/TANF number

VFormat must be 8 digit plus letter 

VMissing documentation (Keep ALLDC lists)

VNot converting to annual income when 

different frequencies of income are reported

VIncorrect non -discrimination statement on 

letter sent home



Verification

u Answer questions in 

CNPwebE-Reviews

u Review:

u Verified Applications

u Tracking 
documentation

u Letters

u Income 
documentation



Verification

u Was it completed on time?

u Used correct method (error prone)

u Compare verification report to documentation

u Follow-ups were made (use tracking form)

u Notification letter met standards

u Copies of all correspondence kept

u Eligibility status changes



Verification

Verification Notification and Tracking Forms

https://www.maine.gov/doe/schools/nutrition/studenteligibility

https://www.maine.gov/doe/schools/nutrition/studenteligibility


Common Verification Errors

ÅMust be ôerror proneõ unless receive permission 

ÅMark error prone applications when approving

Did not use the correct method

ÅA family application who is on direct certification is NOT included in the number of applications

Incorrect sample size - double check the math!

Not following timeline protocol 

Eligibility changes not made timely

Incorrect math used with paystub 



Meal Counting and Claiming

u Complete questions in 

CNPwebE-Reviews

u Submit claim from the 

Review Period

u Review meal counts by 
day for review month

u Review edit checks

u Observe POS 
procedures

u Meal counts for day of 
review



PS1: Meal Access & Reimbursement

Meal Counting & Claiming

u Electronic or Manual System

u A point of service system that accurately counts 
reimbursable meals by category (F/R/P) at each school

u Ensures only one meal per student 

u Reimbursable meals were consolidated accurately at 
each school and at the SFA

u Correct meal counts were used in the Claim for 
Reimbursement



Meal Counting and Claiming

Off-Site Questions

What type of back -up system is in place?

How often are cashiers and substitute cashiers trained?

How are these things handled?:

u Offer vs Serve

u Incomplete Meals

u Second Meals

u Visiting Student Meals

u Adult/Non -Student Meals

u Student Worker Meals

u A La Carte Sales

u Field Trips

u Lost/forgotten IDs/Tickets

u Charging/Pre-paid Meals

u Students without funds 

u New students without 

approved benefits



Meal Counting 

and Claiming

On-Site Procedures

u Validating information on SFA application

u Validate Claim for Reimbursement

u Observe POS Procedures

u Oversight at POS ensuring accurate meal counts

u Eligibility Category

u Without Overt Identification

u Alternate serving locations (i.e. classroom)



Meal Counting & Claiming: 

Common Findings

u Inaccurate meal counts on the claim

u Lack of training for person at POS

u Alternate serving locations (Pre -K meals or Breakfast in 

the Classroom)

u Train teachers

u Consistent monitoring to ensure requirements are being followed



PS2: Meal Pattern & Nutritional Quality

u Meal Components & Quantities

u Offer vs. Serve



PS2: Meal Pattern & Nutritional Quality

SFA will submit in CNPwebE 
Reviews

u Menus

u Completed production 
records

u Component crediting 
documentation

u Recipes, labels, etc.

u Observe breakfast & 

lunch preparation

u Observe breakfast & 

lunch service

u Validate the off -site 

information 

SFA complete: 

u Meal Compliance Tool



Meal Components & Quantities

Off -Site: Documentation

u Menu (breakfast, lunch)

u Production Records (complete)

u Standardized Recipes ðfood component contribution, ingredients, serving 

size, yield

u Crediting Information

uNutrition Labels (ingredients and nutrition facts)  

uChild Nutrition (CN) Labels

uManufacturerõs Product Formulation Statements 

u Review before submitting ðcan you determine how everything 

credits?

u Submit by deadline to reviewer



Meal Components & Quantities

Off-Site: Documentation

Organize documentation in order by day

Mondayõs Menu: Breaded Chicken Patty on a WG Bun, 
Broccoli, Carrot Sticks, Strawberry Cup, Milk Choice

Folder should contain:

u Completed PR from Monday

u Product documentation including:

u CN label for Chicken Patty

u Ingredient & nutrition facts label for the roll

u Indication of serving size on PR for fruits & vegetables

u Labels for milk



Sample Complete Production Record



On-Site: Meal Components & Quantities

Meal Observation ðDay of Review

Prior to Meal Service

u Will the meal pattern be met?

u Review menu & production records

u Review ôgeneral areasõ

During Meal Service

u Observe POS 

u Checking that meals claimed are done so correctly

After Meal Service

u Obtain meal counts by eligibility



Meal Components and Quantities

Offer Versus Serve

u Signage explaining how to select a reimbursable meal ð

include requirement to select ½ cup f/v

u Staff at POS trained and able to recognize a 

reimbursable meal



Meal Components & Quantities

Common Findings

V Insufficient quantities of a component offered

V OVS not implemented correctly

V Unallowable milk substitutions

V Incomplete production records

V Lack of Standardized Recipes

V Pre-K not comingled with other students (must follow 

CACFP meal pattern) 

V Field Trip/Bag Lunches ðaccountability & meal pattern



Recommendations

V Check menu & production records

Å Daily/weekly minimums

V Credit components correctly

V Observe meal service

Å Is the kitchen following the meal as planned?

Å Can staff accurately identify a reimbursable meal at the POS?

V Plan a 2G/2M/MA every day



Resource Management

1. Maintenance of the non -profit school food 

service account

2. Revenue from Non-program Foods

3. Paid Lunch Equity (PLE)

4. Indirect Costs

uOff-site questions 700-712 completed in CNP 

web 


